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ROUTING AND RECORD SHEET

SUBJECT: (Optional) )
Annual Records Inventory
\

STAT m \ EXTENSION | NO.

Chief, Policy and Plans Group

Office of Security DATE 1 NOV 1983
STAT- 4E-70, Headquarters '

TO: (Officer designation, room number, and DATE .

building) OFFICER'S COMMENTS (Number each comment to show from whom
INITIALS i

RECEIVED | FORWARDED | - to whom. Draw a line across column after each comment.)

1. C/RMD/0IS

1236 Amas_BldsL—‘ .
STAT Attn. '

10.

11.

12,

13.

14,

15.
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1 NOV 1983

MEMORANDUM FOR: Chief, Records Management Division
Office of Information Services

STAT
ATTENTION:
FROM:
Chief, Policy and Plans Group
Office of Security
SUBJECT: Annual Records Inventory
Per your request, attached is the FY-1983 Office of Security
: Annual Report of Records Holdings.
STAT .

Attachment:
As stated <

0S 3 2658
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<

) NOTE: SHOW ALL VOLUME IN CUBIC FEET USING
. ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
. AND BACK OF THIS FORM.
T0: Records Management Division FROM: (Directorate and.Office) -
Office of Information Services DDA/OS Records Managemernt Offlcer
1236 Ames Building
. LINEAR FEET CUBIC FEET
1. OFFICE FILES: Correspondence, Cases, Etc.
| 15,071
2. CARD:SIZE FILES: Indexes, Tob Cards, Others. .
" 777" DO NOT ‘include microforms. 132
Maps, Photographs, Charts, ot
3. ODD-SIZE MATERIAL: pops: Eretographs, Cherts . 103
Library books, Catalogs,
4. REFERENCE MATERIAL: " nua’;'s' Ere. g 1,043
5. MAGNETIC NUMBER E
RECORDS Computer Tapes / / L/ // / // // / ] N )
. 189 ///—/; = /// 27
Audio Tapes /1 // // //// / C
i 14215 {140 2 /-//,/ 71T
. vy
Video Tapes 128 , / / . 7 / // e 18
Disc Packs /// / / / / // / / / "
47 [L] + 2 =////
Word Processing // // / / /77 / // /
Mognetic Tapes 30 ) // , = 12 =177/ .42
Word Processing // //////// /// > & =
Magnetic Cards - ;/7/§/// /// /// 1 : 17
o : VI T ,
Magnetic Diskettes 5% . / ////////; 50 = 5§ = 10 .
. M /// 7/ / . -
Mognetic Diskettes 8 -
gree e IIIYIY, * 46
| /////////////
Paper Tapes (on regls) / S+ 222",/
6. MICROFORM : NUMBER (16mm) NUMBER (35mm) V' / 16mm=84 =/ / 07 -
Reels . V. .
RECORDS 6 0 /// Bmm=sé =/ / / ®
e / ’,
Aperture Cards = 6 = -
- //// //7 7 / vara ©-
Microfiche . _ ..
(17 /00 18 o F 8 = "3
7. TOTAL 'VOLUME ON HAND (1 through 6) 17,189
. ’
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISClAL YEAR 15’602
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE INCREASE ,- — —19.5.87— ————
DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR 670 -
STAT
FORM OBSOLETE PREVIOUS / m /‘i
12-81 3581 EDITIONS DATE
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Federal Property Management Regulations require that each Federa] agency
submit to the National Archives and Records Service a yearly summary report
of its record holdings.

INSTRUCTIONS

Certain conversion rates have been incorporated into the inventorwaorm“
adjacent to the items for ready reference. The following are additional
convgrsionsrneaded for other items Tisted.

EQUALS ONE CUBIC FOOT

Letter and legal files 1 linear foot

_Map Qabinet ; ' ' » ‘ 1/2 drawer
3 X 5_Cards_ o .10 linear feet
4 x 6 Cards a_ o o 6 Tinear feet
5 x8Cards , | 4 Tinear feet

Measurement should be as simple as possib]é; figures rounded to the

‘nearest half-foot are adequate. If you find it necessary to measure to the o _

nearest inch, "however, submit measurements in tenths of a foot using the
following standard

e

o1,
ey

"= . 2v=2 gu_gn= 3 su..4 6"=.5
Tel6 C Ue"s7 0 9-10-.8 11U=.9 12"-1.0

Declassified in Part - Sanitized Copy Approved for Release 2012/10/05 : CIA-RDP10T01930R000100090010-9




' Declassified in Part - Sanltlzed Copy Approved for Release 2012/10/05 : CIA- RDP1OTO193OROOO10009001O 9

CUNFIDENTTAT

NOTE: SHOW ALL VOLUME IN éUBIC FEET USING
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
AND BACK OF THIS FORM.
T0: ReCOI‘dS S}’Stems BranCh FROM: (Directorate and Office)
1236 Ames Bldg. DDA/Office of Data Processing
1. OFFICE FILES: Correspondence, Cases, Etc. L”i”éAoz FEET CLiB6I(c]:4FEET
2. CARD-SIZE FILES: Indexes, Tab Cards, Others. CARD:
‘ DO NOT include microforms. (5X8 S) 32 7
[ 3. ODD.-SIZE MATERIAL: Maps, Photographs, Charts,
: Movie Fllm, Etc.
’ . Library books, Catalogs,
o A'REFERENCEMATEMAL'Mawak,Ek. 3561 ’ 3561
5. MAGNETIC . NUMBER
RECORDS Computer Tapes ///// //// ///
70,440 /7 T =) 10,062
Audio Topes 143 iy // ;
[/ 20 =
//////////////
Video Tapes
543 /) / / . 78
Disc Packs 671 ' // //// // // / 135
[/ [ + 2 =7/// |
xdlord Proc_’e;ssmg (O ! // /// / /77 / ///
agnetic Tapes // -~ 72 = //
Word Processing // //////// /// . 6 ’ a
Magnetic Cards / + =
VLSS
B / Y
Magnetic Diskettes 5%"’ / // ;;// // = 5 = 0
Vd
/ .
Magnetic Diskettes 8’ //// //é/// y / 144 72
SIS
Paper Tapes (on reels) / // . 72/_///// O
6. MICROFORM NUMB 16mm NUMBER (35 - =. ;
RECORDS Reels ER (16mm) (35mm) 16mm- 84 [/ D
35mm <+ 54 =- 0
/
Aperture Cards // ’/ / / / // = 6 = O
' s -
Microfiche . =
[/ / 88 + 6 = 15
7. TOTAL VOLUME ON HAND (1 through 6)
15,741
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR -
15,289
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE ;'Z:CREASE ’ — ___44£ o —
. CREASE
10. VOLUME DESTROYED WITHIN OFFICES DUR‘ING CURRENT FISCAL YEAR 75
25X1
(0/25/8 3
FORM 0BSOLETE PREVIOUS
12-81 3581 EDITIONS SIGNATURE OF RECORDS OFFICER

. DATE
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Federa] Pfoperty Management Regu]étions.require that eath‘Federal‘egency_
"submit to the National Archives and Records Service a yearly summary report
of its record holdings. '

INSTRUCTIONS

Certain conVersion rates have been incorporated into the inventory form
adjacent to the items for ready reference. The following are additional
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT

Letter and legal files 1 Tinear foot

Mép Cabinet : 1/2 drawer _
3 x 5 Cards ) | " 10 Tinear feet
4 x 6 Cards o ' - 6 linear feet
5 x 8 Cards 4 linear feet

Measurement should be as simple as possible; figures rounded to the
‘nearest half-foot are adequate. If you find it necessary to measure to the
nearest inch, however, submit measurements in tenths of a foot, using the

following standard:

M= 2= 3"-4"=.3 5"-.4 6"=.5
7"=6 0 8'=7 9"-10=.8 11"=.9 12"-1.0
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. : ROUTING AND RECORD SHEET

SUBJECT: (Optionat)

FROM: °© EXTENSION | NO.

STAT RAO/OP DATE
. : : "18 October 1983

\

TO: (Officer designation, room number, and DATE .
building) R OFFICER'S COMMENTS (Number each comment to show from whom
INITIALS to whom. Draw a line across column after each comment.)

RECEIVED 7 FORWARDED
STAT. D

1236 Ames 1)‘ Annual Records Inventorys
FY 1983

10.

-13.

FoRM 610 e

Declassified in Part - Sanitized Copy Approved for Release 2012/10/05 : CIA-RDP10T01930R000100090010-9



Declassified in Part - Sanitized Copy Approved for Release 2012/10/05 :

-~
.

CIA-RDP10T01930R0001 0009001 0-9

_ NOTE: SHOW ALL VOLUME IN CUBIC FEET USING
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
AND BACK OF THIS FORM.
T0: FROM: (Directorate and Office)
Records Systems Br/RMD/OIS DDA/OFFICE OF PERSONNEL
1. OFFICE FILES: Correspondence, Cases, Etc. CINEAR FEET CSBBIEZEE'YT
2. CARD-SIZE FILES: Indexes, Tab Cards, Others.
) DO NOT include microforms. 67 . 9
: : . Maps, Photographs, Charts, .
3. ODD-SIZE MATERIAL: L om e e " Carrousel slides 10.0
4. REFERENCE MATERIAL: Library books, Catalogs,
) Manuals, Etc. 299 .5
5. MAGNETIC
RECORDS Computer Tapes NUMBER / / / s / ’// /7 /
(1= 1 =17 o
Auvdio Tapes Test tapes /1] /// /177 // /7
/ / - 20 = / // l') hd 1
YNNIy
Video Tapes 4
FELO /] = L mLlry 5.7
Disc Packs , / // / / '/ / 2 ! / / /
///// + 2 =7/// 2.0
Word Processing /7 / Y / //
Magnetic Tapes 0 /// =~ 72 =,/ // lo)
Word Proc in // / //
Magnetic z's::srdsg . /// ;////// /// -~ 6 = o
VR =
Magnetic Diskettes 5% "’ // // / ; /// // // = 5 = 0 V.
. . Sy / ' ‘
Mognetic Diskettes 8° g - =
g ette . y /// Z - . / 2 .3
LSS ST S
. Paper Tapes {(on reels) /’ // = 7y = /’//, / @
] 6. MICROFORM NUMBER (16mm NUMBER (35mm) mm = /0 12.0
RECORDS Reels  IApprox 1683 % Hrn s 2 L L
) // 35mm =~ 54 =- / ®
Lyl S
Aperture Cards B / =~ 5 = :
A 8000 1, ///// E
Mjcrofiche pprox / .
( 0 per inch) // /| .8 = $9
7. TOTAL VOLUME ON HAND (1 through 6) 3792.7
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR 3779.8
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE INCREASE —_——— 12.9_ ]
DECREASE
‘ ({nc%udes c%mp%tgrt
: istings es ata
10. YEQ KITHIN OFFI 1 ENT, A5 . 1410.0
BRI RN o n ULLS PR R IERY moTer BT i Fe RIS
STAT .
Tom 3591 25saLErE Paevious - D”Efj

o o

U
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